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Lesson 1 — Navigating Performance Measures

PMT provides the ability to filter performance measures based on program or status. Status
is determined by the system depending on the last action taken on a performance measure
and a measure may have more than one status. The below diagram and narrative explain
the status concept using just one example of status changes. The PMT Filter option allows
you to change the type of measure you are viewing from the default (e.g., view approved
instead of pending to see the last approved copy). This lesson will walk through the filter
options to give you practice with status, program, and the filter.

Approved o Agency Edis

- - Edit Measure
Measure approved measue

: e

3

¥

Edit Meaure
OFM Approves | Becomes Agency Releases

Measure "'5 Pendng Measure
Measure 3

-

. Agency makes a change to an Approved measure.

2. A copy of the Approved measure is made and saved as an Edit copy. There
are now two instances of the performance measure, Approved and Edit.

3. The agency releases the Edit measure to OFM.

4. The Edit measure is updated with a status of Pending. There are still two
copies of the measure, Approved and Pending.

5. OFM approves the Pending measure.

6. The Pending measure becomes Approved.

7. There is now only one copy of the performance measure, Approved.

Performance Measure Status Definitions:
e Approved — Submitted by the agency and approved by the budget analyst
e Unapproved — Submitted by the agency and not approved by the budget analyst
¢ Pending — Submitted by the agency, no action yet by the budget analyst
e OFM Inactive — Was previously an approved measure. Tracking is no longer required by the
agency or reported by OFM.

e [Edit — Agency is in the process of editing an existing measure or is a new measure. Measures in
edit status are not visible to OFM staff.
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1. Open Winsum.

SR ERE 5 qessEmEpaaaLen
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2. Select File / Open / Performance Measures from the WinSum Menu bar.
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. Select a Budget - Performance Measzures

OK | Cancel |

Budget

050 Commizsion On Judicial Conduct -
055 Office of Administrator for the Courts

056 Office of Public Defense

057 Office of Civil Legal Aid J

075 Office of the Governor

076 Special Approp to the Governor

077 Washington State Energy Office

080 Office of Lieutenant Governor

082 Public Dizclosure Commission

085 Office of the Secretary of State

086 Governor's Difice of Indian Affairs

087 Aszian Pacific American Affairs

090 Office of State Treazurer

091 Redistricting Commission

09501 T Auditor - Transportation

0950MN 5A0 - Omnibus Programs

099 Comm on Salaries for Elected Dificials
100 Office of Attorney General

101 Caseload Forecast Council

102 Department of Financial Institutions
103 Community, Trade & Economic Develop
104 Economic & Revenue Forecast Council

106 Dffice of Financial Management |

Select By Budget Title |

3. Select the agency you want to work with and click OK.

Performance Measures

File Edit %iew Tools Reportz Help

i Pertormance Measure Selection I

Select & Performance Measure from the hist
Pefarmance Measure Status Program Fields Locked =

1007 MNumber of students trained Approved <|Inassigned: M

1002 Awverage number of approved/published measures per agency Pending <Unassigned: M

1003 Total number of meazures published by OFM Approved <Unazsigned: M

1004 Percentage of decizsion packages with inked performance measurez Approved <Unassigned: M

1107 Mumber of students trained Approved U nazsigned: M

1102 Awerage number of approved/published measzures per agency Approved <Unassigned: M

1103 Total number of meazures published by OFM Approved U nazsigned: M

1104 Percentage of decizsion packages with linked perfarmance measures Approved <UUnaszzsigned: M

1200 Mumber of students trained Approved <{Unassigned: M

1202 Average number of approved/publizhed measures per agency Approved <UUnaszzsigned: M

1203 Total number of meazures published by OF b Approved <Unassigned: M

1204 Percentage of decizsion packages with inked perfarmance measure: Approved <Unazsigned: M

1307 Mumber of students trained Approved <Unassigned: M

1302 Awerage number of approved/publizhed meazures per agency Approved U nazsigned: M

1303 Total number of meazures published by OF R Approved <Unassigned: M =

| Select a Perffarmance kMeasure fram the list Werzion 201

4. Select View / Set Performance Measure Filter.
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Performance Measure Filter |

Status Fiter | Program Fiter |

Select the Statuzes o dizplay

Inciuded Status Ceraal
I Approved
¥ Pending Select Al
| OFM Inactive
Clear Al

5. Select to view only OFM Inactive measures.

6. Click OK.

Performance Measures %]

File Edit “iew Tools Reportz Help

i Pertormance Measure Selection I

Select & Performance Measure from the list
Pefarmance Measure Statuz Program Fields Locked
1002 Awerage number of approved/published meazures per agency OFM Inactive <Unassigned: M
1005 POG Measzures OFM Inactive U nazsigned: M
1006 POG Measures OFM Inactive <UUnaszzsigned: M
1010 Fastrack Reports OFM Inactive <{Unassigned: M
1020 Travel Youcher Spstem Youchers OFM Inactive <UUnaszzsigned: M
8010 Handz-off Payments OFM Inactive <Unassigned: M
2020 Electronic Payments OFH Inactive <Unazsigned: M
| Select a Performance Measure from the list Wersion 2.0.1

7. Reselect View / Set Performance Measure Filter.

8. Select only Pending and Approved statuses and click OK.
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Performance Measures

File Edit “iew Toolz Reportz Help
Performance Meazure Selection I

Select a Perfarmance Meazure from the list
Peformance Measure Status Program Fields Locked =]

1007 Mumber of students trained Approved <Unassigned: M -

1002 Average number of approved/publizhed measzures per agency Pending <Unazsigned: M

1003 Total number of meazures published by OF b Approved <Unassigned: M

1004 Percentage of decizsion packages with inked perfarmance measure: Approved U nazsigned: M

11071 Mumber of students trained Approved <Unazsigned: M

1102 Awverage number of approved/publizhed meazures per agency Approved U nazsigned: M

1103 Tatal number of meazures publizhed by OFk Approved <UUnaszzsigned: M

1104 Percentage of decizsion packages with inked perfarmance measure: Approved <Unazsigned: M

1201 Mumber of students trained Approved <UUnaszzsigned: M

1202 Awerage number of approved/published meazures per agency Approved <Unassigned: M

1203 Total number of meazures published by OFk Approved <|Inassigned: M

1204 Percentage of decizsion packages with inked performance measurez Approved <Unassigned: M

1307 Mumber of students trained Approved U nazsigned: M

1302 Awerage number of approved/published measures per agency Approved <Unassigned: M

1303 Total number of meazures published by OFM Approved U nazsigned: M =

| Select a Performance Measure from the list | Werzion 2,01

9. Review the list and take note that each measure only appears once although based on the
diagram above there should be two measures for the measure with a pending status. £
Note: PMT assumes a hierarchy of how to display measures so you see only one copy when
multiple statuses have been selected in the filter. The filter allows you to establish the status
you want by setting the statuses to view by selecting one status at a time.

10. Open the first measure in the list.

Performance Measures x|

File Edit ‘iew Toolz Repots Help

Code Shaort Title [Mon-Publizhed]
oo v ] [Mumber of students rained

Perfarmance Measure Detail | Performance Meazure Tracking I

Status Tupe it Program

IApproved II:Iutput j INumber j |<Una$$igned> j W | Fiblish
Statement of Meazure [Publizhed) Footnotes [Publizhed)

The number of students completing formal PMT training. = | Jpdate foothaote to explain perodic spikes; "Quarters 1 and 7 =l

are expected to realize an increaze bazed on the buziness cycle
for performance measures estimating and budget developrent.

[ther Motes [Mon-Published)

E dit Performance Meazure Detail Werzion 2.0.1
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11. Use the navigation arrows on either side of the performance measure Code to scroll through
the measures. Notice that you do not scroll to measures with a status of OFM Inactive since
they were not selected as part of the filter.

12. Select the View / Set Performance Measure Filter.

13. Select the Program Filter tab. LI Note: Programs available for selection are defined by
programs in AFRS.

Performance Measure Filter |

Status Filker
) ()4 |
Select the Programs to dizplay
Inchuded Frogram Camee] |
= <Unassigned:>
o ma Select Al |
I 020
o1 nE0 Clear Al |
= 040
= 050
= 050
= 070
I 020 &2

14. Select to filter on a single Program and click OK.

Mo Performance Measures to Display x|

There are no Performance Measures matching the filker criteria selected. “You may select to add a Perfformance
teasure ar change your filker to view the appropriate measures.

15. You will need to re-filter when you have filtered to a combination that is not available when
in the Performance Measure Detail screen.
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Agency: 105

File Edit “iew Tools FReports Help |

Code Shart Title [Mon-Publizhed)
T = 1

Performance Measure Detail | Perfarmance Measure Tracking I

Status Type Uit Frogram
Statement of Measure [Published) Footnotes [Published)
= =

Other Motes [Man-Published)

Mo Performance Measures Available Yersion 2.0.1
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Lesson 2 — Review Measures to Approve or Unapprove

When an agency chooses to Release performance measure data it submits all new or
edited measures to OFM with a status of Pending. The OFM analyst will need to review all
Pending measures to approve or unapprove for the changes to be finalized.

1. Select View / Set Performance Measure Filter.

Performance Measure Filter |

Status Filter | Program Filter I

=] OFk Inactive
Clear Al

Select the Statuses to dizplay Ll

Included Status Cemesl |
1 |tpproved

¥ Pending Select Al |

2. Select to view only Pending measures and select the Program Filter tab.

Performance Measure Filter |

Statug Filker P

Select the Programs to dizplay S

Included Program Cancel

<Unassigned:>

0o Select Al
020

030 Clear Al
0400
050
060
070
] -

Ele

Sl A

3. Click the Select All button and click OK.
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Performance Measures

File Edit “iew Toolz Reportz Help

Code Shart Title [Mon-Publizhed]
4| 4 {2004 _bljl IF'ercentage of decizion packages with linked performance meazures

Performance heasure Detai | Performance Meazure Tracking I

Status Type Idnit Program

IF'ending IDutcume j IF'ercent j |<Unassigned> j [ Pubilish
Statement of Measure [Published) -):(-I Footnotez [Published)

The percentage of agency submitted decision packages that =l [includes propozed measures that were approved with the 1=
include links to approved/published decizsion packages. | agency budget submittal.

Other Mates [Non-Publizhed)

| E dit Performance Meazure Detal | Werzion 2,01

4. Find a field with a #¥ (splat mark) indicating that there is a difference from the approved
value of the field and this new pending value.

Text Compare

Statement of Measure Compare
Lazt Approved Value [Read-only]

The number of agency submitted decizion packages that include links to approved/published decizion packages. =
=l

Pending Y alue [Read-only)
The percentage of agency submitted decision packages that include links to approved/published decizion packages. =]
=l

5. Review the text for differences and click Return when finished.

6. Go to the Performance Measure Tracking tab to see if there is a change to review in
tracking and click on the indicator if so.
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Tracking Amounts Compare

Bienmiurm Last Approved Walues [Read-only)
Estimate | Actual | Date Comments [Publizhed) =
m 100.00 90.00 09/30/2005  Overestimated training needs for initial rallup. L
L2 120.00 0.00
L3 130.00 0.00
G4 100.00 0.00
L5 100.00 0.00
L& 100.00 0.00
QY 100.00 0.00
[g 100.00 0.00 -
Pending Y alues [Read-only)
Estimate | Actual | Date Comments [Publizhed) =
[y} 90.00 90,00 09/30/2005  Overestimated training needs faor initial rollup. L
L2 100.00 0.00
L3 100.00 0.00
L4 100.00 0.00
L5 100.00 0.00
L& 100.00 0.00
Ly 100.00 0.00
[g 100.00 0.00 -

Return |

7. Note the differences in amounts for each Biennium with an * and click Return when
complete.

8. Unapprove — Select Edit / Change Status / Unapproved to unapprove the measure.

9. Select File / Save Changes once you have changed the status.

Commentz

Enter analyzt comments to submit to agency

Do not change your initial targets to match the actual measures. We want to compare |
how cloge to pour initial estimates the measure comes ko

0k, Cancel

10. Enter comments for the reason for not approving the performance measure in the provided
text box. This information will be e-mailed to all of the agency’s staff with authority to
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release performance measure data indicating the measure was not approved, including this
comment, so that they will know how to respond. Click OK when done.

11. Navigate to the next measure requiring review.

Performance Measures .S

File Edit| View Toolz Fepottz Help

[Delete Eerfarmatice (e asure I
Sdd Perfermance Measure an-Published) i‘l%
H Change Status Approved

: Unapproved
Performance Meazure Detail | Perfarman i

Status Type ﬂ Lt i-l Program

IPending IDutcume j INumber j |<Unassigned> j [ | Bublish
Statement of Measure [Published) -):[-l Footnotes [Fublished)] -):(-l
The number of performance meazures by program performance =] |Does not include measures that are not publizhed =

measures submitted to, approved, and published by ofm that
zupport the Priarities of Governemnt statewide result aress t

Other Hates [Mon-Publizhed)

| E dit Performance Meazure Detail | YWerzion 2.0.1

12. Approve — After you have compared the changes and determined that the measure is good to
be approved, select Edit / Change Status / Approved.

13. Select File / Save Changes to save the approval. In this case no e-mail will be sent to
agencies and you will not be required to enter any comments.

14. Navigate through all Pending measures to Approve or Unapprove as necessary.

15. Measures may be given a status of OFM Inactive meaning it will no longer be tracked or
published.

16. OFM Budget Operations has the ability to uncheck the Publish flag for measures that should
be tracked but will not be published by OFM.

17. OFM Budget Operations has access to edit a performance measure in case of an emergency.
When any changes are saved, notification is sent to the agency with detail of all changes
made. These measures will stay in approved status.
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Lesson 3 — Statewide Indicators

PMT allows OFM Budget Operations users to add, edit, and publish statewide indicators that
Indicators must always relate to a version
to ensure the proper relationships to Result Areas and Categories. This lesson will explore

relate to Statewide Result Areas and Categories.

adding an Indicator to get a feel for the screens.

1. Select File / Exit Performance Measures from the PMT menu bar.

2. Select File / Open / Statewide Indicators from the WinSum menu bar.

wi. Select a Yerszion - Indicators

oK | Cancel |

Yersion

4H
4]

4K
4L
4M
4H
4P
4R
45
AT
47
5H
]
E5
E6
68
BA
6B
EL
GM
EN
D

House Floor 2005-07 Budget
Senate Offer #1 2005-07 Budget
House Offer #1 2005-07 Budget
Senate Offer #2 2005-07 Budget
House Offer #2 2005-07 Budget
Senate Offer #3 2005-07 Budget
House Offer #3 2005-07 Budget
2005-07 Final Legislative Budget
2005-07 Enacted Budget
2005-07 Enacted with Allocations
2005-07 Capital Budget as Passed
Mo Data - Temporary Yersion

Mo Data - Temporary ¥ersion

Mo Data - Temporary ¥ersion

Mo Data - Temporary ¥ersion

Mo Data - Temporary Yersion

Mo Data-Temp Yersion

no data-temp version

no data, temp version

no data-temp version

flop to 4D

. 200507 Carry Forward Level |

Select By ¥ersion Title |

3. Select a version with current Statewide Result Areas and Categories and click OK.
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Statewide Indicators
File Edit

{indicator Selechion

Select a Statewide Result Area ta filker on

Mo Indicators Available

Statewide Indicator

T

Dizplay Order

¥

| Mo Indicators Available | Yergion 1.0.4

4. Use the dropdown box to select a Statewide Result Area you want to view indicators for or
select <All Result Areas> for all statewide indicators.

Statewide Indicators x|
File  Edit

Indicator Selection I

Select a Statevade Result Area to filker on

udent achievement in elementary, middls and high

Select an Indicator from the list

Statewide Indicator

1001 Reducing gaps in student achievement ﬁ
1002 Improving student achievement aver time Display Order
1003 Increasing the high school graduation rate

¥

| Select an |ndicator fram the list | WVersion 1.0.4

5. You can use the Display Order buttons on the right to shift the order of the indicators, which
will drive the order of display for reports.

6. Select Edit / Add Indicator to add a new Statewide Indicator.
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Statewide Indicators
File Edit “fiew

Code Shart Title [Mon-Publizhed]

i ooz v | ] [indes of State Ernergy Prices

Indicatar [ etail | Indicatar Categany Helatinnshipsl Indicatar Tracking .-’-'-.mu:uuntsl

|ndicator Statement af Meazure [Publizhed]

Type

[t

Index of State Energy Prices including Coal, Matural Gas,
Petroleurm, YWwood, Muclear Fuel, Electricity

Footnates [Publizhed)

= I Outzcome

= IF'en:ent | ¥ active ¥ Publish

Other Mates [Non-Publizhed]

-

Related Statewnde Result Areas

[T Selected ltems Only

-

-

goUrces consumed in the state.

Thiz indewx iz constructed fram the compozite price of all energy = Supported

Title

Improve statewide mobility of people, goods, infar. .

|mprove the zafety of people and property

Irmprosve the quality of % azhington’s natural resour....
Improve cultural and recreational opportunities thr....
Imnprove the ability of State Government to achiey. . —

-

| Enter Detail far the Mew Indicator

“ersion 1.0.4

7. Input data as needed for the new indicator on the Indicator Detail tab. You will need to
uncheck the Selected Items Only box to see the full list of Statewide Result Areas to mark one

as supported.

8. Click on the Indicator Category Relationships tab.

Statewide Indicators
File Edit ‘“iew

Code Short Title [Mon-Publizhed]

i ooz v | ¥ [index of State Energy Prices
Indicatar Detail  Indicator Categony Relationships | Indicator Tracking

Related Statewide Categones

Amounts

[ Selected ltems Only

Supported Title =
LB Offer university services to the commurnity
= Flan mobility syztermns
[ Construct mobility systemns that improve the low of people and goods
i Enhance syztems that provide access to information and energy
El Operate mobility zystems
[ b aintain mobility syztems ]
= tanage damage ta the enviranment
LB Preserve and restore natural aystems and the environment
= Harvest the walue of the state's natural resources
E Obtain data on which to make better decizions
= |ncreaze public knowledae and education about the environment
I Confine and rehabilitate offenders
[ Present crime =
Enter Detail for the Mew |ndicatar Yergion 1.0.4
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9. Uncheck the Selected Items Only box to see the full list of Categories.
10. Click to check the Supported column for each category that this indicator supports.
11. Click on the Indicator Tracking Amounts tab.

12. Select Edit / Add Prior Biennium from the PMT menu bar and repeat until you have all years
with amounts to report.

Statewide Indicators |
File Edit ‘“igw
Code Short Title [Mon-Publizhed)
i 007 v | b index of State Energy Prices
Indic:ator Detaill Indicatar Categam Fielationships  Indicator Tracking Amounts |
Biennium |ndicator Tracking Amounts [Percent)
Estimate actual | Date | Comments [Publizhed)
a1 0.an 0.00
G2 n.an 10810
[3 n.an 0.00
G4 n.an 0.00
(s} 0.aa 0.00
LE 0.aa 126.90
o7 0.aa 0.00
(s} n.an 0.00
| Enter Detail for the Mew Indicataor | Yerzion 1.0.4

13. Select a biennium for entering amounts and enter amounts in the appropriate Estimate or Actual
column for the appropriate quarters.

14. Select File / Save Changes when all data for the indicator is entered.
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Lesson 4 — Run a Performance Measure Report

Performance Progress reports are available for viewing performance measures
tracking and actuals. These reports are available in the Enterprise Reporting (aka
Fastrack) system. This system allows more flexibility in the development of reports

and reporting options. This lesson will explore running reports using Enterprise
Reporting.

Very important note regarding reports

Reports use activities as found in Activity Descriptions. You will need two
things to get proper reporting from the system.

1. You must know the version in WinSum that has the most up to date
Activity Descriptions and performance measure links. This will likely
be the version that OFM is using for collecting the Enacted Recast by
Activity.

2. Performance measures must be linked to an activity in the WinSum
version. You will need to make sure any newly added performance
measures were properly linked to an activity before running reports.

1. Select Reports / Launch Enterprise Reporting from the menu bar. £ Note: It is not required
that you go to WinSum to get performance measure reports. You can go straight to Enterprise
Reporting with your browser and log in as you normally would for Fastrack reports.
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Agency: 105
‘File Edit “iew Toolz FReports | Help |

Performance Meazure Sel

Select a Performance Measure from the list
Peformance Meazure Status Froagram Fields Locked
1000 Murmber of students trained Pending <Unazsigned: M
1002 Average number of approved/publizhed measures per agency Pending ¢Unazsigned: M
1003 Tatal number of measures published by OFk Pending <Unazsigned: M
1004 Percentage of decision packages with linked performance meazures Pending <|naszighed: i
| Select a Performance Measure from the list | Yersion 2.0.1

2. Enter your Enterprise Reporting login ID and password on the login screen and login.

- Enterprise Reporting - Logon - Microsoft Internet Explorer

Fle Edt Mew Favontes Tool:  Help |ﬁ

Ll A A @ fat | @Search [#] Favorites @Media @ | %v = =
Agdress@ http::’f’repnrting.ofm.wa.gu:uw'logunfnrm.csp?acticj & Go ‘Lir‘uks &]4pha &) &ichives &]Devw  &]ListMgmt

&

Welcome to Washington State's G//grgrise Reporting =

What's New? Help Desk: (360) 664-7791 Contact Support
User's Guide New User
Referances Privacy Notice

Home of the FEASTRACK Financial Reporis,
TALS Expenditure Authority Reporis, and

TVS Performance Report
User Name: ItrainlDE
Password: I********
Authentication: |Enterprise j
Lon On =
|@ Dione l_l_l_lﬂ Internet i

3. Select the BASS then PMT folder.

4. Click on Schedule from the PMTO001 report.
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3 Enterprise Reporting - Microsoft Internet E xplorer

File Edt Mew Favortes Tool:  Help |

“ Back » = - @ fal | @Sealch (3] Favorites @Media @ | %- = =

Sddress IE http: /#reporting. ofm.va. gov/available. cap j # Go

L.[3] Favorites 1
L0 BASS = (I Training = £ PMT

Folders

Mo folders PMTOO1 - Performance Progress by Agency, Activity
Schedule | Schedule with Selection Walues | Histary

il | _>I;I
4

|@ |_|_|_|ﬂ Internet

5. Select the values needed to run your report in the dropdown boxes and when all selections are
made click any of the Add buttons. LI Note: Clicking the Add button next to any field will add
all selections made in this screen to the report parameters.

Example

Budget Period — 2005-07

Agency — 105

Version — TR

Status — PE - Pending

Default values on the remaining selections
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Enterprize Reporting - Schedule - Microsoft Internet Explorer

Schedule =

Budget Period:

MNew value: m ’D‘ddl

Current value: 2005-07

Agency:
Mew value:

Current value: 105

Program:
Mew value: [« |Default values: =] ﬁi'«ddl

Current value: *

Version:
Mew value: TR |Default values: [~ ﬁ‘_fjdl

Current value:

Status: =

6. Click Schedule in the upper right hand corner of the screen.

Enterprize Reporting - History - Microsoft Internet E xplorer

PMTOO1 - Performance Progress by Agency, Activity

Status: |A|I Statusesj User: |1rain1E|5 Date: |AII Gol

Instances: 1

[ Delete || Pause || Resume || Clear &l || Select &l |
¥ Instance Time: Run By: Parameters/Reschedule: Format: Status: Selected:

L A . ; 2005-07; 105; *; TR; OI; 2005-07; %, ¥, ¥, & Crystal -
7/8/2005 2:42:17 PM train103 ReSchedule | ReSchedule with Selection Yalues Report Pending r

7. Wait a few moments and click Refresh, repeat until the report status indicates Success.
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8. Click on the Instance Time once the status is Success.

-} Crystal Reports Viewer - Microsoft Internet E xplorer

§ % IMain Report 'I DQ Q] 2 E [} &I] I ﬁ I M IlUU% d ml':‘l"u'j:gtal':' -
e of F .
PMTO01 - Performance Progress by Agency, Activity 105 - Office of Financial Management
As of TA82 005 Hetivipe Fersion: TR - Trainming Version

DI axirmize the walue of the state's investments in financial and admitdstrative systems. Streamline business processes
tomake it easier for state employees to petform their jobs. Provide easy, timely access to valuable information to
improve decision making and operational effectiveness. Diive an enterprise-wide framewotk that supports the cost
effective delivery of a modern, secure, integrated suite of financial and admaristrative systems.

a00
The number of students completing formal PMT Lt ’
training. ABD [ e e e SICCEIIERE
Biennium Actual Variance A0 [ e ,‘, T
A0 [ P
2005407 fth Ot 400 K
?m Qh, 45'] 3':“3 ................................ i :'i ..............................
bith Ot A5 250 R R IR i
S O 30 BO0 [ eee ek o ke e e s
M Ot 05 LE- (N P J..F.J.;...-:.' ............................................
I Ot 165 00 |- e e
Znd Ot 130 50
Il Il o o o) 2
fat O 100 | 1) 6;‘1‘96 Qﬁdﬂ K Sum of !‘§?
o rpt_PMITO01_wrapper; 1 .estimate
Sum of
-rp‘t_Fruﬂ'Dm_wmpperﬂ actual
Mumber is cumulafive. guarfer.s T and 7 are axvected fo
realize an increase based on fhe business ¢ cfeﬁr
performance measures estimating and budgef development

Duafe Measured: 2302005
Comment: Overestimated frating needs for inifial rollout.

4 sl

9. Review the resulting report.
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Lesson S — Export Data

PMT also has the ability to export measures for use in Excel or for importing to an internal
agency system. This lesson will provide basic instruction to exporting. It is the assumption
that someone working with the exported data will understand the advanced functions of
excel for analyzing datasets or importing data into other software or systems.

1. Close all Enterprise Reporting windows and return to WinSum / Performance Measure

Tracking.

2. Select Tools / Data Export from the PMT Menu bar.

Agency: 105

File Edit “iew Toolz| Beportz  Help
a by

Perfarmance Mea

Select a Performance Measure from the list
FPeformance Measure Status Frogram Fields Locked

1001 Mumber of students hraned Pending ¢Unazsigned: M

1002 Average number of approved/publizhed measures per agency Pending <Unazsighed: M

1003 Total number of measures published by OFk Pending ¢Unazsigned: M

1004 Percentane of decizion packages with linked performance measures Pending <Unazsighed: M

Select & Performance keasure from the list Werzion 2.0.1

Export all agencies? B

@ Do pou want ko export data for all agencies?

Select YES to export data for all agencies.
Select MO to export data for the current agency anly.

3. Click No to export only the current agency data.

4. Use the Save As box to select a location and name for the exported file and click Save.
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Save As

21

Savein: I Desktop

= ty Documents
LS by Computer

AgencyList
AUTO Upload - HF- Fed:
C100-Training Sample
@ C100-Training Sample
B Daily Report
@ Dema Scrpt
'@ frmn_lszueEntry
@ Members List
E Microsoft Project

2l

j Save I

File name: IPMTEHpnrt
Save as tupe: I*_t:.:t j Cancel |
A
5. Open Excel.
6. Select File / Open.
Open A
Look in: I Deskkop & X O * Tools -
Mame | Size | Type | Modified |
@ My Documents Syskem Folder
Q. Iy Compuker System Folder
Iy Metwork Flaces System Folder
AUTO Upload - HF- Federal Gra. .. QKB Text Document  10f12/2001 11:...
C100-Training Sample 2 KB Text Document  4)26/2002 4:57 PM
. PMTExpork 21 KB Text Document  7/3§2005 3:25 FM
Ej Shortout ko CID 1 KB Shartout 32812001 12:40 PM
File name: I j = Cpen |+

Files of type: IText Files

j Cancel |

7. Change the Files of type to Text Files.

8. Point the Look in: to the directory you saved the export in step 4 and click Open.
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Text Import Wizard - Step 1 of 3

The Text Wizard has determined that wour data is Fixed \Width,
If this is correct, choose Mext, of choose the data bvpe that best describes your data.

riginal data type
Choose the File bvpe that best describes your data:
- Characters such as commas or tabs separate each field,
h - Fields are aligned in columns with spaces between each field.

Skart imparkt at pow: |1 5‘ File arigin: IWindDws {AMST) j

Preview of file C:YDocuments and Settings\WICKIR\De. . \PMTExport. bxt,

ersion|Version Title|Agency|Agency Title|Ztatus|PM Code|Title| ﬂ
| 105 |0ffice of Financial Management |Approved|l00l |Numher of

| 1105 |0ffice of Financial Management | Pending|l00l |Humber of =1

| 105 |0ffice of Financial Management |Approwved|l00l |Hunber of

| |105|0ffice of Financial Management | Pending|l00l |Hunber of 51;|

I
Cancel | 4 Back | ek = I Einish I

FEIETEIEE

E

9. Select the Delimited option on the import screen then Next >.

Text Import Wizard - Step 2 of 3 BE

This screen lets vou set the delimiters wour data contains. You can see
hows wour text is affected in the preview below,

elimiters
[ 1sb ™ Semicalon ™ Comma

[ Space | oOther: |||_ Text gualifier: I.. ]'

[ Treat consecutive delimiters as one

rData preview

Wersion fersion Title fgency pogency Ticle Stat.uﬂ
Los Pffice of Financial Management Rppro
nos PNffice of Financial Management [Fendi
nLos Pffice of Financial Management REppro
Los Pffice of Financial Management [Perndi ;I

A | I
Cancel I < Back I Mext = I Einish |

10. Uncheck the box next to Tab, check the box for Other then type a | in the blank box. The | is
called a pipe delimiter. The keystroke is Shift - \ above the Enter key.

11. Click Next >.

12. With the first column highlighted, click the shift key and scroll all the way to the right and click
the last column. This should highlight all columns.
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13. Select Text. L4 Note: There are three columns you would actually want to have as General.
You may find it easier to import it all as text then change the Budget, Estimate, and Actual
columns to numeric values if needed later.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set olurn data Farmat
the Data Format, = General

‘General' converts numeric values to numbers, date o Iext
values to dates, and all remaining values ta kext, ~ pate: |MDY =

Advanced. .. |

" Do nok jmpoert column {skip)

rDaka preview

Cancel < Back ek = I Einish I

14. Then select Finish.
15. You should now have all of your performance measures plus statewide indicators in Excel. You

can filter, organize, sort, pivot table, chart, etc. This data can also be imported into another
system or Access.
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Appendix 1 - Business Notes

Detail

e Programs available for performance measures are defined by programs in AFRS

¢ You need to change the filter to continue with the Performance Measure Detail screen when the
no existing records match the filter selected.

e While you can navigate between tabs for the same measure without saving, you are required to
save before moving to another measure.

Status
e PMT assumes a hierarchy of how to display measures so you see only one copy when multiple
statuses have been selected in the filter. The filter allows you to establish the status you want by
setting the statuses to view by selecting one status at a time.
e All performance measures that had been in a status of Edit get released with a status of Pending

once the agency releases to OFM. Approved measures retain their status since there were no
changes submitted to OFM.

Filter

e PMT assumes a hierarchy of how to display measures so you see only one copy when multiple
statuses have been selected in the filter. The filter allows you to establish the status you want by
setting the statuses to view by selecting one status at a time.Programs available for performance
measures are defined by programs in AFRS.

¢ You need to change the filter to continue with the Performance Measure Detail screen when the
no existing records match the filter selected.

e You may choose to limit the filter to one program if the agency has a large number of measures

segregated by program. But for most agencies selecting all programs will allow you to get all
estimates in at one time.

Tracking
e Date Measured and Comments are intended for optional use when entering actual performance
measures. This will be covered in Error! Reference source not found..
e The date of the last quarter measured will appear on reports when a date is entered.
e The comments of the last quarter measured will appear on reports when a comment is entered.

Reports
e [t is not required that you go to PMT to get performance measure reports. You can go straight to
Enterprise Reporting with your browser and log in as you normally would for Fastrack reports.
e The date of the last quarter measured will appear on reports when a date is entered.
e The comments of the last quarter measured will appear on reports when a comment is entered.

e Clicking the Add button next to any field on the report selection screen will add all selections
made in this screen to the report parameters.
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Export
e There are three columns you would actually want to have as General. You may find it easier to
import it all as text then change the Budget, Estimate, and Actual columns to numeric values if
needed later.
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TUTORIAL EVALUATION

PMT for OFM Staff

This tutorial was helpful in getting me through the
business process

This tutorial was helpful in getting me through the system
technical processes

Additional training was not necessary given the structure
and content of this tutorial

The steps of the tutorial successfully anticipated the
special needs of my agency

The tutorial was clear, concise, and easy to
understand

I did not need to request additional assistance to
complete the business process

It was easy to find answers to my specific question
in this tutorial

The best feature of this tutorial is:

Strongly
Disagree

1

Strongly
Agree

5

The worst feature of this tutorial is:

| found errors (grammar, punctuation, spelling, conceptual, technical) on the following pages:

Other comments:

Thank you for taking the time to complete this survey. This information will be used in revising this
tutorial as well as developing future BASS tutorials. Please remit to:

Office of Financial Management

Attn: Vicki Rummig
Mailstop: 43113
Olympia, WA 98504
Or fax 360 586-3964
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